Mr.A has Applied for Loan from Mr.B & Mr.B has given advance to Mr.C.. So Mr.B instructed to Mr.C to directly transfer the funds to Mr.A with Interest.  Mr.A repaid that loan to Mr.B after one year with Interest.

Mr.A purchased goods from Mr.B & Sold to Mr.C but while Purchasing Mr.B instructed to Mr.A to deliver the goods directly at place of Mr.C..

Note :- Above 2 Paragraphs are inserted as an example for applying shortcut keys for your Practical Purpose.
In Today’s Secenerio, Letters in Word are very useful, So if you have prepare a letter then save that in Insert Menu in Quikparts as  a Autotext. When you will close the document & open the Other document after few days want to write the related matter then go to Insert Menu in Quick parts, you will find the previous matter which will assist you in current matter. Shortcut key refer Sr No.2.

After a Letter Preparation Apply sr no. 74 shortcut key. If you have a limited space to write the letter then Apply Sr No.1 Shortcut Key & count the words and write in that manner.
LIST OF WORD SHORTCUT KEYS

	Sr No.
	Shortcut Key
	Short Cut Key Name

	1
	Ctrl+Shift+G
	Word Count List

	2
	Alt+F3
	Create Auto Text

	3
	Ctrl+<
	Decrease Font Size as per Point List

	4
	Ctrl+>
	Increase Font Size as per Point List

	5
	Alt+Shift+D
	Date Field

	6
	Alt+Shift+T
	Time Field

	7
	Ctrl+Shift+H
	Hidden

	8
	Ctrl+Shift+=
	Superscript

	9
	Alt+Ctrl+S
	Document Split

	10
	Ctrl+Shift+A
	All Capital

	11
	Ctrl+A
	Select All

	12
	Ctrl+[
	Decrease Font Size by 1 Point

	13
	Ctrl+]
	Increase Font Size by 1 Point

	14
	Alt+Ctrl+O
	Outline

	15
	Ctrl+B
	Bold

	16
	Ctrl+C
	Copy

	17
	Ctrl+H
	Replace

	18
	Ctrl+I
	Italic

	19
	Ctrl+K
	Hyperlink

	20
	Ctrl+M
	Indent

	21
	Ctrl+N
	New Default

	22
	Ctrl+P
	Print

	23
	Ctrl+S
	Save

	24
	Ctrl+D
	Font Formatting

	25
	Ctrl+Del
	Delete Word

	26
	Ctrl+E
	Paragraph Alignment

	27
	Ctrl+F10
	Document Maximize

	28
	Ctrl+F12
	Open

	29
	Ctrl+F4
	Document Close

	30
	Ctrl+F5
	Document Restore

	31
	Ctrl+F8
	Document Size

	32
	Del
	Clear

	33
	Esc
	Cancel

	34
	F1
	Help

	35
	F12
	Saveas

	36
	F2
	Move

	37
	F4
	Redo or Repeat

	38
	F7
	Proofing

	39
	Ctrl+T
	Hanging Indent

	40
	Ctrl+U
	Underline

	41
	Ctrl+Up
	Paragraph Up

	42
	Ctrl+V
	Paste

	43
	Ctrl+W
	Document Close

	44
	Ctrl+X
	Cut

	45
	Ctrl+Y
	Redo or Repeat

	46
	Ctrl+Z
	Undo

	47
	Ctrl+Page Down
	Browse Next

	48
	Ctrl+Page Up
	Browse Previous

	49
	Ctrl+Shift+B
	Bold

	50
	Ctrl+Shift+D
	Double Underline

	51
	Ctrl+Shift+F
	Font

	52
	Ctrl+Shift+F5
	Bookmark

	53
	Ctrl+Shift+I
	Italic

	54
	Ctrl+Shift+J
	Distribute Paragraph

	55
	Ctrl+Shift+K
	Small Caps

	56
	Ctrl+Shift+N
	Normal Style

	57
	Ctrl+Shift+P
	Font Size Select

	58
	Ctrl+Shift+Q
	Symbol Font

	59
	Ctrl+Shift+R
	Word Count Recount

	60
	Ctrl+Shift+V
	Paste Format

	61
	Page Down
	Page Down

	62
	Page Up
	Page Up

	63
	Shift+Del
	Cut

	64
	Shift+F3
	Change Case

	65
	Alt+Ctrl+D
	Endnote

	66
	Alt+Ctrl+F
	Footnote

	67
	Alt+Ctrl+H
	Highlight

	68
	Alt+Ctrl+K
	AutoFormat

	69
	Alt+Ctrl+N
	Normal

	70
	Alt+Shift+R
	Edit

	71
	Alt+Ctrl+V
	Paste Special

	72
	Alt+F11
	VB Code

	73
	Alt+F4
	File Close or Exit

	74
	Alt+F7
	Next Misspelling

	75
	Alt+F8
	Macro


